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MEMORANDUM

TO: All Managers and Supervisors

FROM: Cindy Francisco
Safety Coordinator

DATE: December 9, 1999

SUBJECT: SAFETY MEETING IDEAS -- DECEMBER 1999
                                                                                                                                    

Suggested items to discuss during your next meeting are:

1. Safety Tips for the Holiday Season

(1) If you bring a live Christmas tree into the office, make sure that it is regularly
watered to prevent dryness and possible fire hazards

(2) Be sure to unplug any decorative lighting before you leave the office.
(3) Do not leave packages visible in your vehicle
(4) Other holiday safety information is listed on the attachment.

2. Winter and Holiday Driving Tips

The holiday season brings lots of traveling.  The Department of Transportation has a
web site [www.dot.ca.gov/onroad.htm] that provides information on current highway
incidents, mileage information and weather information.  It also has winter
operations information if you are planning on traveling into the mountains.  You may
save some time if you visit this web site before you leave home.

3. Emergency Medical Information

Managers and Supervisors are encouraged to keep information on each of their
employees in case of an emergency.  The information should include:  their home
address, home telephone number, allergies to medication, their physician, and who
to notify in case of emergency.  The reason for having this information is that in case
of a medical emergency and the employee is not conscious to respond or if the
person needs to be notified after hours.  This information is to be confidential and
can be kept in a planner or briefcase.  It should be taken with you during an
evacuation.



Document your meeting by using the Form HS-1 "Safety Meeting Report" which I've
attached for your convenience.  The record should be kept in your files for one year.
If you have any questions about the suggested ideas for your meeting or anything
else related to safety, I can be reached at (916) 323-1158 or  cfrancis@arb.ca.gov.

Cc:  Administrative Liaisons




